RECORDS RETENTION AND DISPOSAL SCH

SCHEDULE NO,

C-685 ="
PAGE NO.

EDULE

1l of 4

Comprehensive and

AGENCY office of Planning and Zoning

DIVISION Transportation Planning.

ITEM

NO. DESCRIPTION RETENTION
1 A - A-95 Clearinghouse Process Retain five (5) years,
(General correspondence) then destroy.
2 AG - Agricﬁiture Retain five (5) years,
~Files 1.thru 6, inclusive (General correspondence)|{then destroy.
3. AR - Archivist ,
File 1. Request for Proposal; File 5. Site Review |Retain five (5) years, 4
Committee then destroy. :
(Correspondence to consultants, proposal requests) N
Files 2, 3, 4, 6 and 7 Retain permanently.
(State contracts, archivist contracts, etc.)
4 BU - Bureau of Census v ‘
Files 1, 3, and 4 (Census info., committee reports)Retain three (3) years,
* |then destroy.
Files 2, 5, 6, 7 and 8 Retain permanently. *
(1980 Census, agriculture census, 1990 census,etc,
*
5 CC - County Charter Retain permanently.
(File pertaining to County Charter)
6 | CCP - Community and County Plans (other than Howard Co.)
Files 1 thru 15 Retain permanently.
(General correspondence/studies for other countieg.
7 CF - Community Facilities
Files 1 thru 13, inclusive Retain ten (10) years,
(General correspondence re fire stations, schools,|then destroy.
libraries, prisons, etc.)
8 COL - Columbia

File 1 - Neighborhood boundaries
File 2 - Columbia Design Study
(General correspondence re Columbia)
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i - E =T T - - - SCHEDULE NO.
——————RECORDS RETENTION AND-DISPOSAL SCHEDULE - —C-685
o N " (CONTINUATION SHEET) T PAGE NO.
2 of 4
TEM DESCRIPTION RETENTION
9 TELK - Elkridge .
Files 1 thru 17, inclusive Retain permanently.
(Capital facilities, human services, land use data
S. hanover Rd., railroad station, other corresp.)
' *

10 | ELL - Ellicott City Retain permanently.
Files 1 thru 25, inclusive
(Historic preservation, grants, studies, plans)

11 | ENV - Environmental Health Retain ten (10) years,
Files 1 thru 16, inclusive then destroy.

General correspondence regarding noise, air-
quality, airport noise abatement, power lines,etc.

12 | GE - General Plan
Files 1 thru 10, inclusive . Retain five (5) years,
(Correspondence regarding fire/emergency services,| then destroy.
human service studies, land use studies, etc.)

Files 11 thru 20, inclusive Retain three (3) years,
(studies on goals/objectives, hist. preservation, then destroy.
energy, planning areas, community facilites, etc.)
Files 21 thru 28, inclusive Retain ten (10) years,
(Studies on plan review process, TDR's; General then destroy.
Plan amendments, 1989 Gen. Plan, Task Force, etc.)
13 | GR - Grant Programs
. File 1. CDBG (a thru w) Retain ten (10) years,
"~ (General correspondence) then destroy.
y File 3, "701" Applications (a thru h) Retain five (5) years,
Applications, reports, payment requests, etc.) then destroy.
File 6. Guilford (1 thru 7) Retain ten (10) years,
(General correspondence) then destroy.
-~

14 | HIS - Historical Preservation Retain permanently .*
Files 1 thru 12)

(Studies and general correspondence)

15 ] HO - Housing and Community Development Retain ten (10) years,
(Files 6, 8, 13, 16, 17 inclusive then destroy.

(Gen. correspondence, policies, studies)

16 | HO CO - Howard County Data Retain ten (10) years,
Files 1, 2, 3, 4, 5, 6, 7, 10, 12, 15, 16 then destroy.
(Correspondence re: housing, population surveys,etf.)

17 | OF - Office L
File 2. Office Logs; File 9. Chrono File Retain three (3) years,
(Mail log, long distance calls, correspondence) then destroy.

File 5., Office Equipment Inventory Retain ten (10) years,
(Office equipment/furniture inventory) then destroy.
File 8. Budget (a thru 1 inclusive) Retain five (5) years,
(Budgets for Division operation) then destroy.

CS - 90-588




Files 1(a) thru 1(d) Operating Assistance,
Ho. Co. Transp. Cap.Grant, TSM, TDP
Files 2(a) thru 2(eee) Highway Projects

Files 3 (a thru n) Highway Studies & Plans

Files 4 (a) and (b) Public Transportation
Board (meetings/Task Force)

Files 11 (a) thru (e) Consolidated
Transportation Plan (CTP)

File 13 General Highway Maps
File 14 Highway Noise Study
File 17%(a) thru (d) inclusive

Transportation Control Plan (TCP)
(corridor studies; B/W Subarea)

File 18 Unified Transportation Planning
Program (UTPP); (a) Billing

File 23 Transportation Steering Committee
(TSC)

File 27 Transportation Improveément Program
(TIP)

File 36 Plan & Program Committee
e

File 38 Federal Highway Administration

LT T SCHEDULE NO.
— -~ ——=  —— - RECORDS RETENTION AND DISPOSAL SCHEDULE -~ - --C-685
T (CONTINUATION SHEET) o PAGE NO.
3 of 4
'LEC';‘ DESCRIPTION RETENTION
18 | REC - Recreation and Parks
Files 1 thru 14 inclusive Retain ten (10) years,
(Open space study, conservation, parks, trails) then destroy.
19 | REG - "Regional Planning Council
File 1 Building Permits Retain three (3) years,
’ then destroy.
Files 2, 3, 6, 15, 23, 25, 27, 28, 29 Retain five (5) years,
(Housing, population, GDP) then destroy.
20 | SA - Savage/North Laurel x
Files 1 thru 6 inclusive Retain permanently.
(Contracts, Master Plan, Advisory Committee)
21 TR - Transportation (All general correspondence)

Retain ten (10) years,
then destroy.
Retain permanently. *

Retain ten (10) years,
then destroy.
Retain permanently.*

Retain five (5) years,
then destroy.

Retain five (5)
then destroy.
Retain five (5)
then destroy.
Retain five (5)
then destroy.

years,
years,

years,

Retain ten (10)
then destroy.

years,

Retain teh (10)
then destroy.

years,

Retain ten (10)
then destroy.

years,

Retain ten (10)
then destroy.

years,

Retain ten (10)
then destroy.

years,

CS - 90-588




b = - = it -~ -| —sCHEDULE NO.
‘ .
.- - ——  ~RECORDS RETENTION.AND DISPOSAL SCHEDULE . _ ..__. ‘ C-685
- ) T T T T (CONTINUATION SHEET) T PAGE NO.
‘ 4 of 14
g | DESCRIPTION RETENTION
21 TR - Transportation (continued):
File 47 Parking Study-Downtown Columbia Retain ten (10) years,
then destroy.
File 51 Airport Area Transportation Study Retain ten (10) years,
: then destroy.
File 55 Scenic Roads Retain ten (10) years,
- then destroy.
Q* 11 File 56 Rail Station Alternative Sites Retain ten (10) years,
: Study then destroy.
File 58 Level of Service Study Retain ten (10) years,
then destroy.
File 59 MARC Service to Columbia Retain ten (10) years,
then destroy.
22 | WA - Water and Sewer (All general correspondence)
‘ File 1, Patapsco Interim Sewerage Treatment | Retain ten (10) years,
Plant then destroy.
File 2. Water and Seﬁer Master Plan Retain ten (10) years,
then destroy.
File 10. Patuxent River Reservoir Retain ten (10) years,
Protection Program then destroy.
File 14. Metropolitan District Retain ten (10) years,
- then destroy.
File 15. Patuxent River Watershed Act of Retain ten (10) years,
1980 then destroy.
File 16. Chesapeake Bay Critical Area Retain ten (10) years,
then destroy..
* Files permanently retained may be transferred
periodically to the State Archives.

CS - 90-588




INSTRUCTICNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

ISED RECORD SERIES. FORWARD
TH RECORDS RETENTION SCHEDULE
(DGS 3B0-1)

DEFARTMENT OF GENERAL EERVICES
RECORDS MANAGEMENT DIVISION

727% WATERLOO ROAD
P.O. BOX 278
JESSUP, MARYLAND 207%4

26

Cte—

Pace 1. oF

AGENCY RECORDS INVENTORY

i 1. DEFARTMENT/AGENCY
Planning & Zoning

2. DIVISION
Comprehensive & Transp. Planning

3. UNIT

DEF IN1T1ON -RECORD SERIES.A GROUP OF RELATED RECORDS NORMALLY FJLED
| REFERENCE AS BFLL AS RETENTION AND DISPrOs

p—

. 4. RECORD SERIES TITLE

i

A-95 Clearinghouse Process

AND USED AS A UNIT FOR
LYION PURPOSES

$. EARLIEST YEAR/LATEST YEAR
1977 T0 Present

4N THE SERIES.

! 6. RECORD SERIES DESCRIPTION (DRIIFLY DESCRIBE THE TYPES OF INFORHATlONIDDCUHENTSIPORMI FFOUND
INCLUDE THE PURPOSBE OR FUNCTION OF THE DERIZS,

Correspondence related to requests for comments on jurisdictional issues.

7. RECORD SERIES FORMAT(S)

O FLOPPY DISK
O VIDEO TAPE

D OTHER( SPECIFY)

8. RECORD SERIES SEQUENCE
D ALPHAEETICAL
& NUMERICAL
O CHRONOLOG I CAL,

VOLUME

2 & FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
ROMBER § orper(sPECIFY)

O GEOGRAPHICAL

O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
D FILE DRAWER(S)

O MICROFILM REEL(S)

KRULGER U COMPUTER TAPE(S)

1. piLE 1S USED

O orerRp(SPECIEY) ]

D pAILY C wEEKLY D MONTHLY

FILE BECOMES INACTIVE AFTER
o] o s
MONTH(S) YEAR(S)

13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM)
Comp. & Transp. Planning Div.,
Office of Planning & Zoning, Howard Bldg.

14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?

tir ves, sreciry saency on orrice)
& YES O No OPZ Director's.office.

15. ACCESS RESTRICTIONS OCYEs U nNo
{sr vy, ci17TE LAW(S) & mEGuLATION(S)

18. AUDIT REQUIREMENTS )
| e BT \
B NONE O STATE' D FEDERAL 0D INDEPENDENT

17. 1S AN INDEX SYSTEM USED? {1Fr wvRS.E)PLAIN

BRIEPLY AND DESCRIBE ANY HA"DIARE,.OFTIAR!,

OyvyEs DO NO

i N R ¥
B v - .
8. RECOMMENDED RETENTION ' Al T e

Retain for five (5) years, then destroy.

18. NAME AND TITLE OF PREPARER
( Marsha McLaughlin.
Records Retention Officer

TELEPHONE - NLIMEER

313-2350

DATE

3-06-92




NSTRVCTIGNS --TYPE OR PRINT A
TE FORM FOR EACH NEW OR

SED RECORD SERIES. FORWARD

DEFARTMENT OF GCENERAL EERVICES
RECORDS MANAGEMENT DIVISION
72785 WATERLOO ROAD
£.0. BOX 273

AGENCY RECORDS INVENTORY

Plaﬁning & Zoning

¥ITH RECORDS RETENTION SCHEDULE pace 2 or 26
(DGS 380-3) JESSUP, MARYLAND 20794 —_—
i 1. DEFARTMENT/AGENCY 2. DIVISION 3. UNIT

Comprehensive & Transp. Planning

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDD NORMALLY FJLED
REFERENCE AS

AND USED AS A UNIT FOR

WELL A® RETENTION AND DISFOS)YION PURPOSEN

—

RECORD SERIES TITLE

Agriculture

8. EARLIEST YEAR/LATEST YEAR
\1278 TO __Pregent

. A

$. RECORD SERJES DESCRIPTION |

Maryland Agriculture Land Pres. Program

RIKFLY DESCRIBE THE YYPES OF INFOMTION/DOCMNT'I/FORRS FOUND
4N THE SERIES.

INCLUDE THE PURPOSBE OR FUNCTION OF THE SERIES )

Self-Explanatory

HBoward County Agriculture Land Pres. Program

File 1. Agriculture Pres. Advisory Board
File 2.

File 3.

File 4. Agriculture Pres. Task Force
File 5. Farmland Identification

File 6.

Agriculture & Forest Land Pres. Study

CORD SERIES FORMAT(S)
TTER SI1ZE O MICROFILM
D LEGAL B51ZE U COMFUTER TAPE £ NUMERICAL
O pOUND BOOK O FLOPPY DISK
D AUDIO TAPE DO VIDEO TAFE

O OTHER( SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL

O CHRONOLOGICAL, .
D GEOGRAPHICAL
O OTHER(SPECIFY)

VOLUME

A

O FILE DRAVER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)

RABER g orrp(sPECIFY)

30. ANNUAL ACCUMULAT JON
U FILE DRAWER(S)

D MICROFILM REEL(S)

RUNGER U COMPUTER TAPE(S)

1. wiLE 1S USED

O DAILY X wEEKLY D MONTHLY

O omeriseeciey)
FILE BECOMES INACTIVE AFTER l
o
MONTH(S )

12.

13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM)
Div. of Comprehensive & Transportation Planning
Office of Planning & Zoning, Howard Building

O YEAR(S) i
14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?

3P vES, sPECIFY 20ENCY OR OFFICE)
Ovyes @ NO

15. ACCESS RESTRICTIONS OvEs D no
(¢ vs, civE LAW(S) & rEGULATION(S)

16. AUDIT REQUIREMENTS

IXNONE O STATE O FEDERAL D INDEPENDENT

$7. 15 AN INDEX SYSTEM USED? (i1r ves.EDPLAIN
BEIKPLY AKD DESCRIBE ANY MANDRARE/SOFTWARE )

- .

DYEsS D NO

18. RECOMMENDED RETENTJION

Retain five (5) years, then destroy.

0 Barend R TATER T, Prerar=R

Records Retention Officer -

. ~313-2350

TELEPHONE NUMEECR

21. DATE

3-06-92




{STRUCT 1S--TYPE OR PRINT A

TE FORM FOR EACH NEW OR
SED RECORD SERIES. FORWARD

WiTH RECORDS RETENT ION SCHEDULE

(DGS 3B0-1)

DEFARTMENT OF CENERAL E£ERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

72783 WATERLOO ROAD
P.O. BOX 273

26

—

PAGE _3 __o©OF

P DEFARTMENT/AGENCY
Planning & Zoning

JESSUP, MARYLAND 20794

2. DiViISION

Comprehensive & Transp. Planning

3. UNIT

DEFINITION-RECORD SERIES-

A OHOUP OF RELATED RECORDS NORMALLY PILED
\ REFERENCE AS WELL A9 RETENTION AND DISPROS

—

RECORD SERIES TITLE
AR - Archivist

AND USED AS A UNIT FOR

w

8. EARLIEST YEAR/LATEST YEAR

.1976 o 1984

$. RECORD SERIES DESCRIPTION l.RIIFLY DESCRIBE THE YYPES OF INFORHA?ION/DOCUHENTI/'ORRS FOUND
INCLUDE THE PURPOSE OR FUNCTION OF TME SEFIES )

Correspondence to consultants, committees, etc.

4N THE SERIES.

File 1. Request for Proposal
“« _File 5. Site Review Committee - . .
: regarding historic

File 2. State Contract

File 3. Archivist Contract .

File 4. Archivist Payment Requests Correspondence,

File 6. State Reimburseménts

File 7. Historic Inventory County .

‘contracts,
to archivist's work on historic sites of Howard

preservation issues.
.
inventories related

71@@ SERIES FORMAT(S)
TTER SI1ZE O MICROFILM

O LEGAL S1ZE 0O COMFUTER TAPE
O BOUND BOOK D FLOPPY DISK
D AUDIO TAPE DO VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL
£ NUMERICAL
O CHRONOLOGICAL,

9. VOLUME
% O FiLE DRAVER(S)
D MICROF ILM REEL(S)
O COMPUTER TAPE(S)

“”"“_' O OTHER(SPECIFY)

O GEOGRAPHICAL

O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)
O MICROF ILM REEL(S)
KOks2R O COMPUTER TAPE(S)

fl

ammszzmnq_____i
31- piLe 1S useD 12. FILE BECOMES INACTIVE AFTER |
o] 1 D wE Y O MONTH(S) D YEAR(S) '
DAILY EXLY X MONTHL RUNEER |
$3. CURRENT LOCATION(S) [BLDG.,FLOOR,ROOM) 14. 15 RECORD SERIES DUPLICATED ELSEWHERE?
Div. of Comprehensive & Transportation Planning t1r ves, sreciry saEncy on orrice)
Office of Planning & Zoning, Howard Building Dvyes O NO
315. ACCESS RESTRICTIONS Ovyes DnwNo $16. AUDIT REQUIREMENTS

{sr vzs, ciTE LAW[S) & rREGULATION(S)

OXNONE O STATE O FEDERAL D INDEPENDENT

<
.

$7. 15 AN INDEX SYSTEM USED? (1r ves.E)PLAIN
BRIEPLY AND DESCRIBE ANY NAHDIARE/.OFTIAII)

DyeEs D NO

RECOMMENDED RETENT ION

Files 1 and 5-
Retain five (5) years, then destroy.

Files 2, 3,

4, 6 and 7 retain permanently.

18. NAME AND TITLE OF PREPARER
“Marsha McLaughlin °

Records Retention Officer

20, TELEPHONE NUMEER

“313-2350.

23. DATE

3-06-92




WISt AR w TS ]

S JIGNS--TYPE OR PRI
SED RECORD SERIES,

(DGS 8380-1)

TE FORM FOR EACH NEW OR
FORWARD
¥iTH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL EERVICES
RECORDS MANAGEMENT DIVISION

NT A

* AGENCY RECORDS INVENTORY

727% WATERLOO ROAD
P.O. BOX 273
JESSUP, MARYLAND 20784

PAGE _4 ©OF _26

| 1. DEFARTMENT/AGENCY
Plaﬁning & Zoning

2. DIVISION
Comprehensive & Transp. Planning

3. UNIT

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NOPMALLY PILED
REFERENCE AS WELL A9 RETENTION AND DISPrOS

—

4. RECORD SERIES TITLE

BU - Bureau of Cepsus

AND USED AS A UNIT POR

FM_MLD.HLL

$. EARLIEST YEAR/LATEST YEAR
\19.77 To Present

6. RECORD SERIES DESCRIPTION (

- A

4N THE SERIES.

BRIKPFLY DESCRIBE THE YYPES OF INFOMTION/DOCWTI/FOWG FOUND
INCLUDE THE PURFPOBE OR PUNCTION OF THE SEFIES )

Census information, committee reports, etc.

File 1. Bureau of Information

File 3. Local Census Liaison

File 4. Complete Count Committee

File 2. Census of 1980 . i -

File 5. Census of Agriculture

File 6. Neighborhood Statistics Program
File 7. Journey-to-Work

File 8. 1990 Census

General correspondence regarding census data.

7 CORD SERIES FORMAT(S)
TTER 51ZE O MICROFILM

D LEGAL S1ZE 0O COMFUTER TAPE

D BOUND BOOK D FLOPPY DISK

D AUDIO TAPE U VIDEO TAPE

0 OTHER(SPECIFY)

®. RECORD SERIES SEQUENCE
O ALPHAEETICAL
£ NUMERICAL

0 CHRONOLOGICAL,

9. VOLUME

%

D riLE DRAVER(S)
O MICROFILM REEL(S)
D COMPUTER TAPE(S)

RiBER o OTHER(SPECIFY)

O GEOGRAPHICAL
O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
© FILE DRAWER(S)

O MICROFILM REEL(S)

RUNSER U COMPUTER TAPE(S)

1. piLE 15 UsED

O pajLY O wEEKLY

X MONTHLY RUNEPE

FILE BECOMES INACTIVE AFTER
D MONTH(S)

] nruzaL52221£¥4______J
|

O YEAR(S) |

33. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM)

Div. of Comprehensive & Transpor

Office of Planning & Zoning, Howard Building

tation Planning
OYES & NO

14. 15 RECORD SERIES DUPLICATED ELSEWHERE?
ti1r ves, sreciry soEncy Or Orrice)

- e s -

ACCESS RESTRICTIONS 0 YES
(1r ves, ciTe LAW(S) & mEGuLaT)

‘B No
on(s)

16. AUDIT REQUIREMENTS

IXNONE O STATE O FEDERAL D INDEPENDENT

EN "]}r{:

Co i

17.

DyYES D NO

IS AN INDEX SYSTEM USED? (i1r ves.E)PLAIN
BRIRFLY AND DESCRIBE ANY MANDRARE/BOPFTWARE)

destroy.
Files 2, 5, 6,

{
18. RECOMMENDED RETENTION

Files 1, 3 and 4 rétaintth;éef(@&ﬁyﬁq

N

H

)

ART
aks; then

7, and 8 retain permanently.

19. NAME Ann TITLE OF PREPARER
- Marsha McLaughlEin
Records Retention Officer

20. TELEPHONE NUMEER

-313-2350

DATE
© 3-06-92




ISTRUCT JCNS - - TYPE OR PRINT A
mﬂ: FORM FOR EACH NEW OR

D RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 3850-1)

DEFARTMENT OF GENERAL EERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOO ROAD
P.O. BOX 273
JESSUP, MARYLAND 20794

PAGE _5__OF _26

i

1. D:Pmuczucv
Planning & Zoning

2. DIvisSion '
Comprehensive & Transp. Planning

3. UNIT

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDES NORMALLY FILED
REFERENCE AS WELL A RETENTION AND DISPrOS

——

. 4.

RECORD SERIES TITLE
County Charter

-

AND USED AS A UNIT PFPOR

8. EARLIEST YEAR/LATEST YEAR

1979 ___ TO _prggent

. oA

6. RECORD SERIES DESCRIPTION ‘-RllPLY DESCRIBE THE TYYPES OF INFOMTION/DOCMN'I’IIFORRS FOUND

4N THE SERIES.

Charter information for Howard County

INCLUDE TME PURPOSE OR FUNCTION OF THE SEFIES )

7 CORD SERIES FORMAT(S)
TTER SI1ZE D MICROFILM

D LEGAL S1zE O COMFUTER TAPE

O BOUND BOOK D FLOPPY DISK

D AUDIO TAPE B VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
D ALPHABETICAL ‘
£ NUMERICAL
O CHRONOLOGICAL

VOLUME
1/8 & FiLE DRAVER(S)
O MICROF ILM REEL(S)
O COMPUTER TAPE(S)
“‘"""‘“ O OTHER(SPECIFY)

O GEOGRAPHICAL
0 OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

D FILE DRAWER(S)
O MICROFILM REEL(S)
RULs2R U COMPUTER TAPE(S)

1. y)LE 1S USED

O palLY O wEBRQY

f12.

D MONTHLY ROWEEE

D omrr(serciEy)

FILE BECOMES INACTIVE AFTER |
D MONTH(S)

O YEAR(S) i

$3. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)
Div. of Comprehensive & Transportation Planning

Office of Planning & Zoning, Howard Building

G vYyES 2 NO

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
t1» vzs, srzciry saency Or OFriceE)

18. ACCESS RESTRICTIONS

T YES
(iwr vzs, ci7vx LAw(s) & mEGuLATION(S)

b no 1s.

AUDIT REQUIREMENTS

OINONE O STATE . O FEDERAL. D INDEPENDENT

17.

ODyes D NO

IS AN INDEX SYSTEM USED? (i1r vyES.EOPLAIN
SBRIEPLY AND DESCRIBE ANY MANDRARE/SOPTRARE )

RECOMMENDED RETENT ION

Retain permanently.

19. NAME anm TITLE OF PREPARER
Marsha McLaughlin °
Records Retention QOfficer

20, TELEPHONE NUMEER

313-2350

DATE
3-06-92




h g 1S--TYPE OR PRINT A
TE FORM FOR EACH NEW OR

NSTR

DEFARTMENT OF GENERAL EERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

SED RECORD SERIES. FORWARD 7275 WATERLOO RGAD ]
¥ITH RECORDS RETENTION SCHEDULE £.0. BOX 278 PAGE 6 oF 26
(DGS 380-3) JESSUP, MARYLAND 20794 — e
1. DEFARTMENT /AGENCY 2. DIVISION 3. UINIT

Planning & Zoning

Comprehensive & Transp. Planning

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS WELL AS RETENTION AND DISPOS

D

RECORD SERIES TITLE

CCP - Community & County Plans (other than Howard County )

AND USED AS A UNIT PFOR

r_ug_zn.amgn

8. EARLIEST YEAR/LATEST YEAR
J976 +so Present

. oA

' 8. RECORD SERIJES DESCRIPTION |

BRIKFLY DESCRIBE THE TYYPES OF INFOMTIONIDOCMNTI/FOWB FOUND
INCLUDE THE PURPOBE OR PFUNCTION OF THE SEFRIES )

Quad-County/Laurel Committee on Planning/Devel.

4N THE SERIES.
File 1. Freedom Area & Environs File 11. Mt. Airy
File 2. Olney Master Plan File 12. Prince George's County
File 3. Sandy Spring/Ashton File 13. Taneytown
File 4. Sykesville & Vicinity File 14.
File 5. Urbana Plan File 15. Anne Arundel County
File 6. Oella
File 7. Damascus & Vicinity Self-explanatory
File 8. Eastern Montgomery County
File 9. Carroll County
File 10. Frederick County

 /

CORD SERIES FORMAT(S)
TTER Si1ZE O MICROFILM

D LEGAL SIZE 0 COMFUTER TAPE
0 BOouUND aoox O FLOPPY DISK
D AUDIO TAPE O VIDEO TAPE

D OTHER( SPECIFY)

8. RECORD SERIES SEQUENCE
D ALPHAEETICAL
£ NUERICAL
O CHRONOLOG I CAL

VOLUME
1
3

P FILE DRAVER(S)
O MICROF LM REEL(S)
D COMPUTER TAPE(S)

KO4BER 5 oy, rp(sPECIFY)

D GEOGRAPHICAL
O OTHER(SPECIFY)

30. ANNUAL ACCUMULAT ION
D FILE DRAWER(S)

D MICROFILM REEL(S)

RGEE2R O COMPUTER TAPE(S)

c:c:rmzai.s.li'x—:::.l.l:'z.).___.i

311. piLE 1S UsED 12. FoLE BECOMES INACTIVE AFTER I
o (] D MONTH(S D YEAR(S) '
DAILY B wEEKLY MONTHLY NS (s) » |
3$3. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM) 14. 15 RECORD SERIES DUPL ICATED ELSEVHERE?
Div. of Comprehensive & Transportation Planning t1» vEs, sSPECIPY roENCY ON orrnc:)
Office of Planning & Zoning, Howard Building 0 ves Q'No
15. ACCESS RESTRICTIONS Cyes D no 16. AUDIT REQUIREMENTS

(ir vre, c17x LAN(3]) & mEcuLATION(S)

XNGNE D STATE 0O FEDERAL D INDEPENDENT

17. 1S AN INDEX SYSTEM USED? {(i1r ves.E)>PLAIN
BRIEFLY AND DESCRIBE ANY KANDRARE/SOFTWARE )

'Dw:s 0O Nno

RECOMMENDED RETENT JON

. Retain permanently.

18. NAME anm TITLE OF FREPA.F&R

-Marsha McL hlin
Reé%éﬁs Ré?g%tion Officer

TELEPHONE NLMBER
1313-2350

2t. DATE

3-06-92.




JSTRUCTICNS - -TYPE OR PRINT A
TE FORM FOR EACH NE¥ OR
D RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE

(DGS 380-1)

DEFARTMENT OF CENERAL EERVICES
RECORDS MANACEMENT DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOO ROAD
P.O. BOX 2758
JESSUP, MARYLAND 20794

7 26

Sm—

PAGE OF

t

1. DEFARTMENT /AGENCY

Plaﬁning & Zoning

2. DIVISION
Comprehensive & Transp. Planning

3. UNIT

PEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDB NORMALLY FJLED
REFERENCE AS WELL AS RETENTION AND DISPOS

—

. 4.

i
.
)

RECORD SERIES TITLE

CF - Community Facilities

AND USED AS A UNIT FOR
I1TION PURPODES

8. EARLIEST YEAR/LATEST YEAR
<1976 Y0 Present

| 8. RECORD SERIES DESCRIPTION (_'

. A

THE SERIES.

BRIEPLY DESCRIBE THKE YYPES OF lNFOmTlONIDOCMNTII'ORMB FOUND
INCLUDE TME PURPOSBE OR FUNCTION OF THKE SEFRIES )

Office Sites

File 1. Fire Stations

File 2. School Facilities File 11. Howard Community College
File 3. Animal Control Facility File 12. MVA Express

File 4. Community Center Plan File 13. State Prisons

File 5. Solid Waste .

File 6. Library Facilities Self-explanatory.

File 7. Federal Space Study -

File 8. Community Adult Rehab. Center General correspondence.

File 9. Space Needs

File 10. Post Office

? CORD SERIES FORMAT(S)
TTER SI1ZE O MICROFILM -

O LEGAL S1ZE D COMPUTER TAPE
D BOUND BOOK D FLOPPY DISK
D AUDIO TAPE 0O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL
£ NUMERICAL
O CHRONOLOGICAL

9. VOLWME
}; @ FILE DRAVER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
RWEER g OTHER(SPECIFY)

O GEOGRAPHICAL

O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)
O MICROF ILM REEL(S)
KULsZR U COMPUTER TAPE(S)

1. giLE 1S USED

0 palLY Q wEEQLY

D MONTHLY NUWETE

O omeR(sPECIFY)

FILE BECOMES INACTIVE AFTER |
O MONTH(S)

O YEAR(S) i

$3. CURRENT LOCATION({S) (HLDG.,FLOOR,ROOM)
Div. of Comprehensive & Transportation Planning

Office of Planning & Zoning, Howard Building

OYES £ NO

14. 15 RECORD SERIES DUPLICATED ELSEWHERE?
17 ves, sreciry soency oOR orrc;g):;:

Lo it

15. ACCESS RESTRICTIONS 0 x«s

{1r veo, c17x Law(s] & mxouLaTION(S)

D Nno

16. AUDIT REGUIREMENTS

DXNoNE O STATE O rEDERAL D INDEPENDENT:

0
)

j

¥

17.

DYES D NO

IS AN INDEX SYSTEM USED? (i1y ves.=)PLAIN
BRIKPLY AND DESCRIBE ANY MARDRARE/SOFTWARE )

Co. N A
18. RECOMMENDED REYENTION .0 = %]

. Retain permanently.

IGVAZRE SO

00 e
i

19. NAME AND TITLE OF PREPAKER

}g2§g¥h£k§g¥gﬁg£gh Officer

20. TELEPHONE NUWMEER

©313-2350

21. DATE

3-06-92




SSTRYCT 1S--TYPE OR PRINT A

TE FORM FOR EACH NEW OR

SED RECORD SERIES, FORWARD 7278

DEFARTMENT OF GENERAL EERVICES
RECORDS MANAGEMENT DIVISION
WATERLOO ROAD

P.0. BOX 273

AGENCY RECORDS INVENTORY

Plaﬁning & Zoning Comprehensive &

¥iTH RECORDS RETENTION SCHEDULE pace 8 or 26
(DGS $50-1) JESSUP, MARYLAND 20794 —_—F
| 3. DEFARTMENT/AGENCY 2. DIVISION 3. UNIT

Transp. Planning

PDEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY PFILED
REFERENCE AS BELL AS RETENTION AND DIsPrOS

AND USED AS A UNIT POR
1TION PURPOIES

—
‘

. 4. RECORD SERIES TITLE

COL - Columbia

8. EARLIEST YEAR/LATEST YEAR
1979 TO Present

i
1

| ¢. RECORD SERIES DESCRIPTION (:'"
R : N

THE SERIES.

File 1. Neighborhood Boundaries
File 2. Columbia Design Study

EFLY DEBCRIBE THE TYYPES CP_INFORMATlON/DOCUHCN?I/'ORRl FOUND

INCLUDE THE PURPOBE OR PUNCTION OF THE SEFIES ]

Correspondence and studies about New Town of
Columbia.

? CORD SERIES FORMAT(S)
TTER SI1ZE O MICROF ILM

D LEGAL S1ZE U COMFUTER TAPE £ NUMERICAL

D BouND BOOK 0O FLOPPY DISK

D AUDIO TAPE D VIDEO TAPE

D OTHER( SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL

O CHRONOLOGICAL
0 GEOCRAPHICAL
O OTHER(SPECIFY)

VOLUME

l, & FILE DRAWER(S)
O MICROF ILM REEL(S)
O COMPUTER TAPE(S)
““’"“_" O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT JON
D FILE DRAWER(S)
O MICROFILM REEL(S)
RUNBER U COMPUTER TAPE(S)

$1. piLE 18 USED

0 palLY 0 wEBQLY D smoNTHLY

O orirR(seEcIEY)
FILE BECOMES INACTIVE AFTER |

u L
RUMERE MoNTHS)

f12.

$3. CURRENT LOCATION(S) (ELDG.,FL.OOR,ROOM)
Div. of Comprehensive & Transportation Planning

Office of Planning & Zoning, Howard Building

O YEAR(S) i
14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

¢t1» ves, srEciPY saENCY OR OFFICE)
O yES £ No

13. ACCESS RESTRICTIONS Oves DB nNo
(17 vas, ciTe LAW(S) & mrEGULATION(S)

16. AUDIT REQUIREMENTS

IXNONE D STATE 0O rEDERAL 0O INDEPENDENT

17. IS AN INDEX SYSTEM USED?T (1r ves.morLatn
BEIEPLY AND DESCRIRE ANY MANDRARE/SOPFTWARE )

YES O NO

18. RECOMMENDED RETENTION »

Retain permanently.

.
1

198. NAME AND TITLE OF PREPARER

Marsha McLaughlin
Records Retention Officer

TELEPHONE NUMEER
313-2350

21. DATE

3-06-92




JSTRUCTICNS - -TYPE OR PRINT A DEFARTMENT OF GENERAL EERVICES
TE FORM FOR EACH NEY OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
SED RECORD SERIES. FORWARD 7278 WATERLOO ROAD
WITH RECORDS RETENTION SCHEDULE P.O. BOX 278
{DGS 380-1) . JESSUP, MARYLAND 20794 PAGE 2 ©F <0
| 1. DEFARTMENT/AGENCY : 2. DIVISION 3. wur
Planning & Zoning ' Comprehensive & Transp. Planning

A OGROUP OF RELATED RECORDS NOMMALLY FJILED AND USED AS A UNIT POR
MEFERENCE AS WELL AS RETENTION AND DISFROS|TION PURPOSES

DEFINITION-RECORD SERIES-

! . .

;. 4. RECORD SERIES TITLE 5. EARLIEST YEAR/LATEST YEAR

i Elk - Elkridge 19\86‘ To Present

6. RECORD SERIES DESCRIPTION {PR'EFLY DESCRIBE THE YYPES OF INFORMATION/DOCUMENTS/[FORMS FOUND
4N THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)
General Correspondence related to capital
facilities, human services, land use data,
S. Hanover Rd., railroad station, etc.

) CORD SERIES FORMAT(S) ®. RECORD SERIES SEQUENCE 9. VOLUME
TTER SiZE O MICROFILM D ALPHAEETICAL 1 P FILE DRAVER(S)
O MICROFILM REEL(S)
D LEGAL SIZE D COMFUTER TAPE £ NUMERICAL D COMPUTER TAPE(S)
ROBER g orurp(sPeCIFY)
O BOUND BOOK U FLOPPY DISK O CHRONOLOGICAL ) {
D AUDIO TAPE D VIDEO TAPE D GEOGRAPHICAL

10. ANNUAL ACCUMULAT ION
0 OTHER( SPECIFY) O OTHER(SPECIFY) O FILE DRAWER(S)
O MICROF ILM REEL(S)
RUNGER O COMPUTER TAPE(S) ;
D oOTHER(SPECIFYY

1

1. rivLe 1s useD . 12. FiLE BECOMES INACTIVE AFTER [
] o o O MONTH(S O YEAR(S) |
DAILY WEEXLY MONTHLY  NOWEEE {s) |
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. IS RECORD SERIES DUPL ICATED ELSEWHERE?
Div. of Compreht.answe & 'l.‘ranSportation Planning ~ tir ves, srrciry sroEncy or orrice)
Office of Planning & Zoning, Howard Building 8 vyEs O NoO
$5. ACCESS RESTRICTIONS °~ O YEs B nNo 16. AUDIT REQUIREMENTS

{1r ves, ci1vx 1Aw(s) & mrEguLATION(S)
XNONE O STATE O rFEDERAL D INDEPENDENT

17. 18 AN INDEX SYSTEM USED? (i1r wves.e)PLAIN
BRIEFLY AND DESCRIBE ANY HARDRARE/SOPTWARE )

$18. RECOMMENDED RETENT JON v

.l:l YEE O No ’ " Retain permanently.
$8. NAME A!D_TI:TLE °F PREPAFGR 20. TELEPHONE NUMEER : 2t. DATE
Marsha McLaug 313-2350 . 3-06-92

Records Reten on Offlcer ST J




!HSIMTURI§"WPE OR PRINT A
’ATE FORM FOR EACH NEW OR

SED RECORD SERIES, FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 380-3)

DEFARTMENT OF GENERAL EERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOO RQAD
P.O, BOX 278
JESSUP, MARYLAND 20794

PAGE _10 ©OF _26

| 1. DEFARTMENT/AGENCY

Planning & Zoning

2. DIVISION
Comprehensive & Transp. Planning

3. UNIT

DEF INITION -RECORD sERlEs.A GROUP OF RELATED RECORDS NORMALLY PFJILED
REFERENCE AS

WELL AS RETENTION AND DiISPFrOS

—

. 4. RECORD SERIES TITLE
ELL - Ellicott City

AND USED AS A UNIT PFOR

8. EARLIEST YEAR/LATEST YEAR
1973 To Present

+
i
i
1
i

THE SERIES.

8. RECORD SERIES DESCRIPTION ‘IRIII'LY DESCRIBE THE YYPES OF INFORMATION/DOCUMENTS /FORMS FOUND
INCLUDE THE PURFPOSBE OR FUNCTION OF THE SEFRIES)

: General correspondence concerning Ellicott City, including historic preservation, grants

studies and plans,

7 CORD SERIES FORMAT(S)
TTER S1ZE O MICROFILM

D LEGAL S1ZE DU COMFUTER TAPE

D BOUND BOOK D FLOPPY DISK

D AUDIO TAFE O VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL
£ NUMERICAL
O CHRONOLOGICAL

9. VOLUME

s BXFILE DRAVWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
ROWBER g OTHER(SPECIFY)

D GEOGRAFPHICAL
D OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

O FILE DRAWER(S)

O MICROFILM REEL(S)
RUNSER O COMPUTER TAPE(S)

O emirm(sPEcIEY)

3. riLe 15 useD 12. FILE BECOMES INACTIVE AFTER |
o o o O MONTH(S D YEAR(S) |
DAILY YEEKLY MONTHLY NUNEFE (s) !
$3. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 15 RECORD SERIES DUPLICATED ELSEWHERE?
Div. of Comprehensive & TranSportatlon.Plénnlng tir vs, sreciry saEncy on orrice)
Office of Planning & Zoning, Howard Building O vyEs O NO
3$8. ACCESS RESTRICTIONS CvyEs DB nNo 16. AUDIT REQUIREMENTS

(17 vas, ciTx LAW(S) & REGULATION(S)

U AL ) v '
DXNONE O STATE O FEDERAL O INDEPENDENT

PR
o b e menean s

37.

IS AN INDEX SYSTEM USED? (1r wEs.2):PLAIN
SEIEFLY AND DESCRIBE ANY MANDRARE/SOFTWARE)

RECOMMENDED | RETENT ION._

1

i "::»“: i‘-s ‘l
1

B anadi et

1
DyEs O NO . Retain permanently.
|1
‘ Poas, !-!-',"\l ";‘v‘.dn»}\lq .:4
18. NAME AMD TITLE OF PREPARER 20. TELEPHONE NUWMEER 21. DATE
Marsha Mclaughlin ° 313-2350

Records Retention Officer

3-06-92




ISTRVCTICRNS - -TYPE OR PRINT A
?TE FORM FOR EACH NEW OR
SED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE
{DGS 880-3)

DEFARTMENT OF CENERAL EERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOO ROAD
P.O. BOX 273
JESSUP, MARYLAND 20794

pace _11 oF 26

i 1. D:PARbA:N-rIAG&:NCY
Planhing & Zoning

2. DIVISION

Comprehensive & Transp. Planning

3. UNIT

PEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS BELL AS RETENTION AND DISPOS

. 4.

[

.

RECORD SERIES TITLE

ENV - Environmental Health

AND USED A3 A UNIT POR

JTI1ON PURFOSES

8. EARLIEST YEAR/LATEST YEAR
1981 vo Present

1

IN THE SERIES.

| $. RECORD SERIES DESCRIPTION '.RIIPLY DESCRIBE THE TYPES OF INFORﬂATlON/DOCUHENTIIPORMB PFOUND
INCLUDE THME PURPOBE OR FUNCTION OF THE SEFRIES )

Genral correspondence regarding noise, air quality, and other envirommental concerns.

7 gERECORD SERIES FORMAT(S)
TTER S1ZE O MICROFILM

D 1EGAL S1ZE D COMFUTER TAPE

O BounD BOOK O FLOPPY DISK

D AUDIO TAPE D VIDEO TAPE

O OTHER({SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL
£ NUMERICAL
O CHRONOLOGICAL

9. VOLUME

!5 XKFILE DRAVER(S)
O MICROFILM REEL(S)
0O COMPUTER TAPE(S)
NAEER g OTHER(SPECIFY)

D GEOGRAPHICAL
O OTHER(SFECIFY)

ANNUAL ACCUMULAT 1ON
D FILE DRAWER(S)

O MICROF ILM REEL(S)

RULBEZR U COMPUTER TAPE(S) ;

O orHER{SPECIFY)

3. piLe 1S useED

D pAalLY O weEKQLY

12.

D MONTHLY RUNBYE

FILE BECOMES INACTIVE AFTER |
O MONTH(S)

0 YEAR(S) _i

13. CURRENT LOCATION(S) (EBELDG,.,FLOOR,ROOM)
Div. of Comprehensive & Transportation Planning

Office of Planning & Zoning, Howard Building

O yes DO No

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
tir vzs, srECciFY saEncy OR OFFicE)

18. ACCESS RESTRICTIONS

0 s
{ir vas, ciTx Law(s) & mEGuLaTION(S)

D Nno 16.

AUDIT REQUIREMENTS

XNONE O STATE 0O FEDERAL 0O INDEPENDENT

7.

. .

OYES D O

IS AN INDEX SYSTEM USED?T (i1rF ves.E)PLAIN
BRIEPLY AKD DEKSCRIBE ANY “AﬂDlARE,.O'T.AI!)

RECOMMENDED RETENT ION

Retain ten (10) years, then destroy.

18, NV aND TITLE OF PREPARER
%E%l} ‘sMiIéat%%}E]i%% Officer

20. TELEPHONE NUMEER

. 313-2350

DATE
. 3-06-92

21.




INSTRUCTIGNS - -TYPE OR PRINT A
’MTE FORM FOR EACH NEW OR

SED RECORD SERJES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(OGS 350-1)

DEFARTMENT OF GENERAL EERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOO ROQAD
P.0. BOX 273
JESSUP, MARYLAND 20794

Pace 12 of 26

| 1. DEFARTMENT/AGENCY

Plaﬁning & Zoning

2. DIVISION

Comprehensive & Transp. Planning

3. UNIT

DEFINITION-RECORD SERIJES-

A GROUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS BELL AS RETENTION AND DISPOS

—
i 4.
;

H
)

RECORD SERIJIES TITLE
GE - General Plan

AND USED ASB A UNIT FOR
JTION PURPOSES

5. EARLIEST YEAR/LATEST YEAR
=126 TO _Present

| ¢. RECORD SERIES DESCRIPTION (IRIIFLY PESCRIBE THE YYPES OF INFDRHATlON/DOCMNT./'DRRB FOUND

N

Howard Countye i e..
s i.e.,
studies,

THE SERIES.

INCLUDE THE PURPOSBE OR FUNCTION OF THE BEFIES)

Correspondence/studies regarding various:stages of providing a General Plan for

flfe/emerge§c¥~s§rv1ce studies, human service studies, land use
energy, community facilities, guidelines, etc.

7 CORD SERIES FORMAT(S)
TTER SI1ZE O MICROFILM

D LeGAL S1ZE D COMFUTER TAPE

0 pounD BOOK D FLOPPY DISK

D AUDIO TAPE D VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL
£ NUMERICAL
O CHRONOLOGICAL,

5. VOLUME

4 O FILE DRAWER(S)
O MICROF LM REEL(S)
DO COMPUTER TAPE(S)
O OTHER(SPECIFY)

th

NUNBEW

0 GEOGRAPHICAL
O OTHER|{SPECIFY)

10. ANNUAL ACCUMULAT ION
B FILE DRAWER(S)

O MICROFILM REEL(S)

KRUNMSER U COMPUTER TAPE(S)

il

o] cruza;szzclzx4______3

. piLe 1S used 12. FILE BECOMES INACTIVE AFTER [
O paILY O wEEKLY O MONTHLY O MONTH(S) O YEAR(S) '
RUNEEE: ‘
$3. CURRENT LOCATION(S) {BLDG.,FLOOR,ROOM) 14. 15 RECORD SERIES DUPLICATED ELSEWHERE?
Div. of Comprehensive & Transportation Planning| . {yp yes, srecirFy raency or orrice)
Office of Planning & Zoning, Howard Building OvEs O NO
38. ACCESS RESTRICTIONS BYES DBno 16. AUDIT REQUIREMENTS
(1r veB, ci1Tx LAW(S) & mEcuLATION(S)
XNONE O STATE O FEDERAL O INDEPENDENT
$7. 15 AN INDEX SYSTEM USED? (i1r ves.2)rLAIN 8. REC Jon
BEIEFLY AKD DESCRIBE ANY HANDRARE/SOFTWARK)
: A ) Files 1 thru 10, incl., retain five (5) years
0 YES o NO * v
. then destroy. ‘ : »
Files 11 thru 20, incl., retain thrée(3)years
. then destroy.
Files 21 thru 28, incl., retain ten(l0) years

19. NAME AND YITLE OF PREPARER
Marsha ﬂ%iaughlin :

Records Retention Officer

o -l b
LTI U CoTLL Uy
20. TEL

EPHONE NUMEE
. 313-2350

21. DATE

©3-06-92



http://thr.ee

INSTRUCTIGNS - -TYPE OR PRINT A

TE FORM FOR EACH NEW OR
mb RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 380-1)

DEFARTMENT OF GENERAL EERVICES
RECORDS - MANAGEMENT DIVISION

-AGENCY RECORDS INVENTORY

727% WATERLOO ROAD
P.O. BOX 273
JESSUP, MARYLAND 20704

Pace 13 oF 26

; 1. D:PAR%M:NT/AG:NCY
Planning & Zoning

2. DIVISION
Comprehensive & Transp. Planning

3. UNIT

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS
REFERENCE AS WELL A9 RETENTION AND DISPOS

NORMALLY PILED

D

. 4. RECORD SERIES TITLE
i GR - Grant Programs

.

JYION PURPFPOSES

AND USED AS A UNIT PFOR

8. EARLIEST YEAR/LATEST YEAR
1979 oo Present

THE SERIES.

| ¢§. RECORD SERIES DESCRIPT ION (.RIIPLY DESCRIBE THE TYPES OF IN?DMTION[DOCU\EN?I/PORRB FOUND
INCLUDR THE PURPOSBE OR FUNCTION OF THE SEFIES )

: General correspondence related to various grant programs, i.e., "701", Guilford, CDBG, etc.

7 CORD SERIES FORMAT(S)
TTER S1ZE O MICROFILM

D LEGAL SI1ZE D COMFUTER TAPE

D BOUND BOOK D FLOPPY DISK

D AUDIO TAPE D VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
D ALPHAEETICAL
€ NUMERICAL
O CHRONOLOG ICAL

9. VOLUME

I, BXFILE DRAVER(S)

O MICROFILM REEL(S)
0O COMPUTER TAPE(S)

NUWBER o OTHER|SPECIFY)

U GEOGRAPHICAL

O OTHER(SPECIFY)

10, ANNUAL ACCUMULAT ION
O FILE DRAWER(S)
D MICROFILM REEL(S)
KRUNBER U COMPUTER TAPE(S)

1. piLE 1S USED

0O palLYy O wEEKLY

D MoNTHLY _RUMEEE

FILE BECOMES INACTIVE AFTER
D MONTH(S)

O OTHER(SPECIFYY

»!

O YEAR(S) i

$3. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

Div. of Comprehensive & Transportation Planning

Office of Planning & Zoning, Howard Building

14. 15 RECORD SERIES DUPLICATED ELSE¥WHERE?

ts» ves, srEciIFrY s0ENCY OR OFFicE)
0OveEs O nNO

15. ACCESS RESTRICTIONS Oyes DB no 16. AUDIT REGQUIREMENTS
{iP vyes, civx LAW(S) & mrEGuLATION(S)
XNONE D STATE O FEDERAL D.INDEPENDENT
317. 15 AN INDEX SYSTEM USED? & o ITSURINE
{1r ves.2PLAIN ts. REC sont

SRIEPLY ARD DESCRIRE ANY NA”DIARE,IO"-AII)

Dyes D nNO

File 1.--CDBG (a-w),retain 10. yéars, then
destroy.

File 3 (a-h),retain 5 years, then destroy.
File 6 (1-7), retain 10. years,»sthien destroy.

R

18. NAME ANm TITLE OF PREPARER 20.
Marsha McLaughlin -

Records Retention Officer

TELEPHONE NUMEER
313-2350

21. DATE

- 3-06-92

T e et




INSTRUCTICNS - -TYPE OR PRINT A

TE FORM FOR EACH NEW OR
to RECORD SERIES. FORWARD
¥WITH RECORDS RETENTION SCHEDULE
(DGS 880-1)

DEFARTMENT OF GENERAL EERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOO RQAD
P.O. BOX 278
JESSUP, MARYLAND 20794

26

14
PAGE oF

i 3. DEFARTMENT/AGENCY

Planning & Zoning

2. DIVISION
Comprehensive & Transp. Planning

3. UINIT

A GROUP OF RELATED RECORDS NORMALLY PFILED
REFERENCE AS WFELL A9 RETENTION AND DISPOS

DEFINITION-RECORD SERIJIES-

—

4. RECORD SERIES TITLE

HIS - Historical Preservatidn'

AND USED AS A UNIT POR
1TION PURPOIES

8. EARLIEST YEAR/LATEST YEAR

+1975 TO Present

§¢. RECORD SERIES DESCRIPTION (IRII'LT DESCRIBE THE YYPES OF INFONTION/DOCMNTIIPOR"S FOUND

THE SERIES.

INCLUDE THME PURPOBE OR PUNCTION OF THE O!l.’l!‘)

Studies and general correspondence pertaining to historic preservation in Howard County.

7 CORD SERIES FORMAT(S)
TTER SI1ZE O MICROFILM

D LEGAL S1ZE U COMFUTER TAPE

D BOUND BOOK O FLOPPY DISK

D AUDIO TAPE U VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL
£ NUMERICAL
D cHRONOLOG I CAL,

VOLUME
L ® FILE DRAVER(S)

O MICROF ILM REEL(S)

O COMPUTER TAPE(S)
RUMBER g OTHER(SPECIFY)

D GEOGRAPHICAL
O OTHER(SPECIFY)

ANNUAL ACCUMULAT ION
O FILE DRAWER(S)
D MICROFILM REEL(S)
KGkoER O COMPUTER TAPE(S)

1. piLe 1S USED

O palLYy O wEBKLY

O MONTHLY RUMEFE

O YEAR(S)

$3. CURRENT LOCATION(S) {BLDG.,FLOOR,ROOM)
Div. of Comprehensive & Transportation Planning

Office of Planning & Zoning, Howard Building

OveEs O nNO

14. I8 R.ECORD SERIES DUPLICATED ELSEWHERE?
tir vES, sreciPY saENCY OR OFFiICE)

0 omurp(spEcIFY)
12. §)LE BECOMES INACTIVE AFTER '
D MONTH(S)

15. ACCESS RESTRICTIONS

0 vEs
(17 vEs, ciTE LAW(S) & mEGuLATION(S)

B no 16.

AUDIT REQUIREMENTS

DXNONE O STATE O FEDERAL O INDEPENDENT

37. IS AN INDEX SYSTEM USED? (1pr vyrRS.®)PLAIN
BSEIRPLY ARD DESCRIBE ANY MANDRARE/SOFTWARK )

QOYES D NO

RECOMMENDED RETENTION

Retain permanently.

18. NAME AND TITLE OF PREPARER
Marsha: McLaughlin °
Records Retention Officer

20. TELEPHONE NUMEER

313-2350

21. DATE

.3-06-92




JHSTRVCTICHS - -TYPE OR PRINT A

TE FORM FOR EACH NEW OR
mo RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 880-3)

7273

DEFARTMENT OF GEMNERAL EERVICES
RECORDS MANAGEMENT DIVISION
WATERLOO ROAD

».0. BOX 273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE _15 ©OF __ 26

| 1. DEFARTMENT/AGENCY : 2. DIVISION

Planning & Zoning

Comprehensive & Transp. Planning

3. UNIT

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY #JLED
REFERENCE AS WELL AS RETENTION AND DISPOS)TION PURPOSES

AND USED AS A UNIT PFOR

—

4. RECORD SERIES TITLE

8. EARLIEST YEAR/LATEST YEAR
1978 __ To _Present

: HO - Housing and Community Development
!

| ¢. RECORD SERIES DESCRIPTION (IRIIPLY DESCRIBE THE YYPES OF lNPOMTIOH[bOCMﬂ?I/PORﬂ! FOUND

4N THE SERIES.

; General correspondence, policies and studies.

INCLUDE THE ’URP‘OI! OR FPUNCTION OF THE 'ERI!I]

7. RECORD SERIES FORMAT(S)
TTER SIZE D MICROF ILM

D LEGAL S1ZE D COMFUTER TAPE £ NUMERICAL

D BOUND BOOK D FLOPPY DISK

D AUDIO TAPE D VIDEO TAPE

‘O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE 9.
O ALPHAEETICAL

D CHRONOLOG CAL
0O GEOGRAPHICAL
O OTHER(SPECIFY)

VOLUME
% W FILE DRAVER(S)
D MICROF ILM REEL(S)
O COMPUTER TAFE(S)

“"”‘“"i O OTHER({SPECIFY)

10. ANNUAL ACCUMULAT JON
O FILE DRAWER(S)
O MICROF ILM REEL(S)
RUKGER O COMPUTER TAPE(S)

nm(,sezmzu____i

$1. yiLE 1S USED

D pailLy O wvEEKLY D MONTHLY

12. FILE BECOMES INACTIVE AFTER |

O MONTH(S) O YEAR(S) i

13. CURRENT LOCATION(S) {BLDG.,FLOOR,ROOM)
Div. of Comprehensive & Transportation Planning

Office of Planning & Zoning, Howard Building

14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?

ts» ves, srEciry saency or Orrice)
OyYEs O noO

15. ACCESS RESTRICTIONS Ovyes B no
{ir vas, ci17x Law(s) & mrEGULATION(S)

[ ¢

Y

TXNONE O STATE O FEDERAL’ O INDEPENDENT

16. AUDIT REQUIREMENTS

RES

27. 15 AN INDEX SYSTEM USED? [1r vxs.m)PLAIN
BLIEPLY AND DESCRIBE ANY MANDRARE/SOPTWARKE )

OvyEs D NO

]

."".' t
~r . 4

]
18. RECOMMENDED RETENTION . -

Files 6, 8, 13, 16 & 17 retain teh

(10) years,
thén destroy. : DV

18. NAMF aam TITLE OF PREPANER
Marsha McLaughlin
Records Retention Officer

TELEPHONE NUMEER
313-2350

21. DATE

3~06-92




e ¢ i e

INSTRUCTIGNS - -TYPE OR PRINT A

TE FORM FOR EACH NEW OR
to RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 380-1)

DEFARTMENT OF GENERAL EERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOO ROAD
P.0. BOX 278

PAGE 16 ofF _26

JESSUP, MARYLAND 20794

n
H

1. DEFARTMENT /AGENCY 2. DIVISION

Plaﬁning & Zoning

Comprehensive & Transp. Planning

3. WINIT

PEFINITION-RECORD SERIES- .

REFERENCE AS BFLL AS RETENTION AND DISPOS

A GROUP OF RELATED RECORDS NORMALLY FJLED

AND USED AS A UNIT FOR

JTION PURFPOSES

—

: 4. RECORD SERIES TITLE

HO CO - Howard County Data

8. EARLIEST YEAR/LATEST YEAR
1978 ro Prasent

. oA

6. RECORD SERIES DESCRIPTION (IRIIPLY DESCRIBE THE TYYPES OF INFOMTIOH[OOCM?I/'OW' FOUND

4N THE SERIES.

INCLUDE TME PURPOSE OR PUNCTION OF THE B!l.’l!‘,

Technical and general correspondence pertaining to Howard County.

7 uRECORD SERIES FORMAT(S)
TTER S1ZE D MICROF ILM

D LEGAL S1ZE 0O COMFUTER TAPE £ NUMERICAL
D BOUND BOOK D FLOPPY DISK
D AUDIO TAPE 0 VIDEO TAPE

0 OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL

D CHRONOLOG!CAL .
O GEOGRAPHICAL
O OTHER(SPECIFY)

#. VOLUME

2} BXFILE DRAVWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)

RAseR o OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)
O MICROF ILM REEL(S)
KRULWGER O COMPUTER TAPE(S5)

D omrriserciEy)

3. piLE 1S USED '

D palLYy O wEEKLY D MONTHLY

12. FILE BECOMES INACTIVE AFTER |

O MONTH(S) O YEAR(S) |

33. CURRENT LOCATION(S) (ELDG.,FLOOR,ROOM)
Div. of Comprehensive & Transportation Planning

Office of Planning & Zoning, Howard Building

14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?

tir ves, sPEciry soENCY OR orrice)
Ovyes DO nNO ’

18. ACCESS RESTRICTIONS Ovwvs DnNo
{1r ves, civx LaW(S) & mrEGULATION(S)

16. AUDIT REQUIREMENTS

XNOoNE O STATE O FEDERAL D INDEPENDENT

17. 15 AN INDEX SYSTEM USED? (i1r ves.®)PLAIN
BRIEPLY AND DESCRIRE ANY Mﬂblkkl,.on.kll,

DyEs D NO

18. RECOMMENDED RETENTION

Files 1 thru 7, retain ten(l0)years, then
destroy. ,

Files 10, 12, 15 & 16, retain ten..(10) years,
then destroy.

|

19. NAME AND TITLE OF PREPAHER

Marsha McLaughlin
Records Retention Officer F

TELEPHONE NUMEER
313-2350

21. DATE

 3-06-92




JHSTRUCTIGHNS - -TYPE OR PRINT A DEFARTMENT OF GENERAL EERVICES

ARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
SED RECORD SERIES., FORWARD 727% WATERLOO ROAD -
| J RECORDS RETENTION SCHEDULE P.O. BOX 278 7
pace 17 orF _26
{DGS 850-1) ) JESSUP, MARYLAND 20794 —_— ——
; 1. DEPARI"MENT/AGENCY 2. DIVISION ‘ 3. UNIT
Planning & Zoning Comprehensive & Transp. Planning

DEF IN1T 10N - RECORD SERIES-‘. GROUP OF RELATED RECORDSE NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOS

—
; 4. RECORD SERIES TITLE $. EARLIEST YEAR/LATEST YEAR
i . 975 Present

: OF - Office 1 . TO es

!

| 6. RECORD SERIES DESCRIPTION (-mxn.v DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND

4N THE SERIES. . INCLUDE TME PURPOSE OR FUNCTION OF THE l!l.’l!‘]

General correspondence pertaining to this Division, i.e., office logs, inventory, budgets, etc.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 8. VOLUME
‘.z'r'n-:n SI1ZE O MICROFILM O ALPHAEETICAL 2% XX FILE DRAVER(S)
O MICROFILM REEL(S)
D LEGAL SIZE 0O COMFUTER TAPE £ NUMERICAL , O COMPUTER TAPE(S)
“WB!E o FY
0 BouND BOOK O FLOPPY DISK O CHRONOLOGICAL i OTHER(SPECIFY)
D AUDIO TAPE D VIDEO TAPE O GEOGRAPHICAL

10. ANNUAL ACCUMULAT ION
0 OTHER(SPECIFY) O OTHER(SPECIFY) O FILE DRAWER(S)
O MICROF ILM REEL(S)
RUMBER O COMPUTER TAPE(S)
O OTHFR(SPFCIFY)

1. piLe 1S usED 12. FILE BECOMES INACTIVE AFTER !
0 pAILY O wERKLY O MONTHLY D MONTH(S) O YEAR(S) '
st RUREER !
$13. CURRENT LOCATION(S) (BLDG,,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
DlV: of Compreh?.ns_lve & ?‘ransportatlon‘Ple'mnlng ~ tir vEs, sPrciFY sGENCY OR OFFICE)
Office of Planning & Zoning, Howard Building ODvYEs D NoO
15. ACCESS RESTRICTIONS Dyves DB nNo 16. AUDIT REQUIREMENTS

(ir ves, ci1TE LAW(S) & mEGuULATIONS)
' XNoNE O STATE O FEDERAL D INDEPENDENT

$7. 1S AN INDEX SYSTEM USED? {ipr vyes.=)PLAIN

BEIEFLY AND DESCRIBE ANY MARDRARE/SOPTWARE )

18. RECOMMENDED RETENT ION .
. . File 2. Retain three(3) years, then destroy.

OyEs D nO ) File 5. Retain ten..(10) years, then destroy.
. . File 8. Retain five(5) years, then destroy.
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE

Marsha McLaughlin -313-2350 . 3-06-92

Records Retention Officer o .




ABSTRUCTIGHS - -TYPE OR PRINT A
ARATE FORM FOR EACH NEW OR

SED RECORD SERIES. FORWARD
RECORDS RETENTION SCHEDULE
(PGS 350-1)

DEFARTMENT OF GENERAL ESERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

‘7273 WATERLOO ROAD
P.0. BOX 273
JESSUP, MARYLAND 20794

pace 18 o 2°

| 8. DEFARTMENT/AGENCY
Plahning & Zoning

2. DIVISION
Comprehensive & Transp. Planning

3. UNIT

DEFINITION-RECORD SERIES-".

) REFELRENCE AS WELL A® RETENTION AND DISPrOS

A GROUP OF RELATED RECORDS NORMALLY PFJILED

~—

4. RECORD SERIES TITLE
REC - Recreation and Parks

AND USED AB A UNIT FOR

r.n.eu_m:un

$. EARLIEST YEAR/LATEST YEAR
1978 yo Present

——e e .

4N THE SERIES.

| ¢. RECORD SERJES DESCRIPTION l.RllFLY DESCRIBE THE YYPFrES OF lNFOMTION/DOCMTI/PDR"! FOUND
INCLUDER TME PURPOSBE QR PUNCTION OF THE B!l.’l!‘,

i Correspondence pertaining tocopen space studies, conservation matters, parks, etc.

7. RECORD SERIES FORMAT(S)
‘.:rn:n SI1ZE O MICROFILM
D LEGAL S1ZE U COMFUTER TAPE
D BOUND BOOK O FLOPPY DISK
D AUDIO TAFE D VIDEO TAPE
D OTHER( SPECIFY)

8. RECORD SERIJES SEQUENCE
O ALPHABETICAL
8 NMUMERICAL
O CHROMOLOGICAL

9. VOLUME

3/4 W FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
“"'”".“ O OTHER(SPECIFY)

O GEOGRAPHICAL
D OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)
O MICROFILM REEL(S)
ROLEZR U COMPUTER TAPE(S) )

o ‘

13- yiLe 1S USED

- B DAILY P wEEKLY

O MoNTHLY RUNEPE

FILE BECOMES INACTIVE AFTER
O MONTH(S)

iz

0 YEAR(S)

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

Div. of Comprehensive & Transportation Planhing
Office of Planning & Zoning, Howard Building

DvyeEs ® NO

t14. IS R.ECORD SERIES DUPLICATED ELSEWHERE Y
tir ves, srezciPyY soENCY OR OPFicCE)

Dt o 0 a9 s i .

$8. ACCESS RESTRICTIONS

0 vES XX NO
{17 vzs, civx LAw(s) & mEGuLATION(S)

AUDIT REQUIREMENTS

e

. e e e e 4
® NONE D STATE O FEDERAL , O INDEPENDENT

37. 1S AN INDEX SYSTEM USED? (ir wrs.m)PLAIN

BRIEFLY AKD DESCRIBE ANY MANDRARE/SOFTWARK)

DyEs O NO

18. RECOMMENDED RETENTION _
Retain ten (10) years, then destroy.-

.-" ot

- . C e -

18. NAME AND TITLE QF PREPARER
Marsha McLaughlin
Records Retention Officer

TELEPHONE NUMEER
.. 8313-2350

21. DATE

3-06-92




ARATE FORM FOR EACH NEW OR
ISED RECORD SERIES, FORWARD

(DGS 380-1)

JNSTRUCTICHS - -TYPE OR PRINT A

RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SEFVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOO ROAD
P.0. BOX 2753
JESSUP, MARYLAND 20794

1
PAGE 9 or 26

§ . DEFARTMENT /AGENCY
Planning & Zoning

2. DIVISION
Comprehensive & Transp. Planning

3. UNIT

DEFINITION-RECORD SERIES- .

A GROUP OF RELATED RECORDB NORMALLY PILED
AEFERENCE AS WELL AS

RETENTION AND DISFOS

]

4. RECORD SERIES TITLE

REG - Regional Planning Council

AND USED AS A UNIT FOR
I1TION PURPOSES

$. EARLIEST YEAR/LATEST YEAR
1979 yo Present

Y e

4N THE SERIES.

6. RECORD SERIES DESCRIPTION (IRIIPLY DESCRIBE THE TYYPES OF INFOMTION/DOCMNT'/PORH! FOUND
INCLUDR TME PURPOSE OR PUNCTION OF THE SERI!S,

Correspondence pertaining to statistical information on population, housing, etc. for
' Howard County in context of Regional Planning Council studies and information.

7. RECORD SERIES FORMAT(S)
‘.z'rrzn S1ZE O MICROFILM
D LEGAL S1ZE O COMFUTER TAPE
D BOUND BOOK O FLOPPY DISK
D AUDIO TAPE D VIDEO TAFE

D OTHER( SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL
B NERICAL
O CHRONOLOGICAL

VOLUME

2 BXPFILE DRAVWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
D OTHER([SPECIFY)

RUNMBER

O GEOGRAPHICAL
O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)
O MICROFILM REEL(S)
KRUMGZR O COMPUTER TAPE(S)

.

O omee(speciFy)

$1. piLE 1S USED

,9 DAILY

- T WEEKLY

U_uatfnmv RUNETE

12. p)LE BECOMES INACTIVE AFTER
D MONTH(S)

4

O YEAR(S) v

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

Div. of Comprehensive & Transportation Planning
Office of Planning & Zoning, Howard Building

ODYEs @ NO

14. IS5 RECORD SERIES DUPLICATED ELSEWHERE?
tir vyes, seezciry soEncy OR OFFicE)

¥
[}

;

15. ACCESS RESTRICTIONS

O YES XR NO
{1r vyes, c17x LAW[8) & mEGULATION(S)

16. AUDIT REQUIREMENTS

® NONE O STATE O FEDERAL DU INDEPENDENT

P I

17. 15 AN INDEX SYSTEM USED? (ir ves.E)PLAIN
BEIZEPLY AKD DESCRIBE ANY MARDBARE/SOFTRARE )

ODyEs D NO

File 1.
Files 2, 3, 6,

RECOMMENDED RETENT ION
Retain three(3)years, then destroy.

five (5) years, then destroy.

)
3
3

15, 23,725, 27, 28, 29. Retain]|

19. NAME AND TITLE OF PREPARER

Maféha>McLaugﬁliﬁf
Records Retention Officer

20. TELEPHONE NUMEER
. 313-2350

21. DATE

"~ 3=06-92

§

o



ANSTRUCTICNS - -TYPE OR PRINT A

TE FORM FOR EACH NEW OR
ﬁ:z‘o RECORD SERJES, FORWARD
v RECORDS RETENT ION SCHEDULE
{DGS 380-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANACGEMENT DIVISION

7278 WATERLOO ROAD
P.0. BOX 278
JESSUP, MARYLLAND 20794

220
PAGE or 26

AGENCY RECORDS INVENTOURY

| 1. DEFARTMENT /AGENCY
Planning & Zoning

2. DIVISION
Comprehensive & Transp. Planning

3. UNIT

PEFINITION-RECORD SERIES- .

) REFERENCE AS FELL AS RETENTION AND DISPOS

A GROUP OF RELATED RECORDS NOMRMALLY FJLED

—

4. RECORD SERIES TITLE
SA - Savage/North Laurel’

AND USED AS A UNIT FOR
1IION PURPODES

$. EARLIEST YEAR/LATEST YEAR

lng T0 Present

North Laurel.

4N THE SERIES.

6. RECORD SERJES DESCRIPTION ‘IRIIFLY DESCRIBE THE YYPES OF INFOMTIONIDOCMNTI/FOWB FOUND
INCLUDE THE PURPFPOSE OR PUNCTION OF TME SEFIES)

General correspondence, contracts, Master Plan, committees, etc. pertaining to Savage/

7. RECORD SERIES FORMAT(S)
..:ﬁzn SI1ZE O MICROF ILM

D LEGAL S1ZE 0O COMFUTER TAPE
D BounD BOOK O FLOPPY DISK
D AUDIO TAPE O VIDEO TAPE

D OTHER( SPECIFY)

8. RECORD SERIJES SEQUENCE
O ALPHABETICAL
8 NUMERICAL
O CHRONOLOGICAL

8. VOLWME

Y R FILE DRA¥WER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
KUMBER g OTHER(SPECIFY)

D GEOGRAPHICAL
O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)

O MICROF ILM REEL(S)

RUMG2R D COMPUTER TAPE(S)

13- yiLE 15 USED

O pailLY O weBKLY

O MoNTHLY RUWBEE

O YEAR(S)

“

o 0
oTHFR({SPECIFY)
FILE BECOMES INACTIVE AFTER
D MONTH(S)

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)
Div. of Comprehensive & Transportation Planning
Office of Planning & Zoning, Howard Building

OvYES @ nO

14. IS R.ECORD SERIES DUPLICATED ELSEWHERE?
ti» vyes, sreciFy saency or OFFice)

!
!
!
1
i
|

15. ACCESS RESTRICTIONS

O yEs XR NO
{ir vyes, ci1Tx LAW(S) & rEGULATION(S)

P NONE O STATE O FEDERAL

18. AUDIT REQUIREMENTS

O INDEPENDENT

17. 18 AN INDEX SYSTEM USED? (1P vES.E)PLAIN
BRIEFLY ANKD DESCRIBE ANY MANDRARE/SOFTWARE )

OYEE D pnO

RECOMMENDED RETENT ION

+Retain permanently.

18. NAME AND TITLE OF PREPARER
- Marsha McLaughlin .
Records Retention Officer

20. TELEPHONE NUMEER

" 313-2350

DATE
3-06-92

J st 10D |




INSTRUCTICHS - ~TYPE OR PRINT A
ARATE FORM FOR EACH NEW OR

SED RECORD SERIES., FORWARD
D) RECORDS RETENTION SCHEDULE
(DGS $50-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7273 WATERLOO RQAD
P.0. BOX 278
JESSUP, MARYLAND 20794

pace _21 or 26

| 3. DEFARTMENT/AGENCY
Plaﬁning & Zoning

2. DIVISION
Comprehensive & Transp. Planning

3. WNIT

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY PFILED
REFERENCE AS WELL AS RETENTION AND DISPOS

—

i B

RECORD SERIES TITLE
TR - Transportation

AND USED AS A UNIT FOR
JTION PURPOSES :

$. EARLIEST YEAR/LATEST YEAR

41980 _TO Present

IN THE

6. RECORD SERIES DESCRI".N (.RIIPLY DESCRIBE THE YYPES OF INFOMTION/DOCMNTIIFORNG FOUND
INCLUDE THE PURPOSBE OR PUNCTION OF THE SEFRIES )

File 1(a) thru 1(d) consist of Operating & Capital Assistance grant information, Howard
: County Transportation Capital Grant which deals with agreements between ColumBUS, CA and

Howard County, Transit Systems Managment (TSM),

and Transportation Development PJan (TCP).

7. RECORD SERIES FORMAT(S)
..:'rrzn S1ZE O MICROF ILM

D LEGAL S1ZE 0O COMFUTER TAPE
0 BoUND BOOK 0O FLOPPY DISK
D AUDIO TAPE D VIDEO TAPE

-0 OTHER( SPECIFY)

8. RECORD SERIES SEQUENCE
O ALFHAEETICAL
B NUMERICAL
O CHRONOLOGICAL,

9. VOLUME

1 XX rILE DRAVER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)

“""".“ O OTHER(SPECIFY)

U GEOGRAPHI|CAL

O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)

O MICROFILM REEL(S)
KRCKB2R O COMPUTER TAPE(S) :
O orveRp(speciEy)

ti1» ves, sPrEciFry saENCY OR OFFICE)
OvyEs @ NO

Div. of Comprehensive & Transportation Planning
Office of Planning & Zoning, Howard Building

- riLe 15 useD 12. FILE BECOMES INACTIVE AFTER {
O paILY 0 wEpQAY X MONTHLY O MONTH(S) 0 YEAR(S) {
_NUWEFE |

$3. CURRENT LOCATION(S) (ELDG.,FLOOR, ROOM) 14. 15 RECORD SERIES DUPLICATED ELSEWHERE? %
4

- PEETEEEEEEEEEE

16§. AUDIT REWIREIENTS C ."'“‘A’;

- 4 . “

$185. ACCESS RESTRICTIONS O vyES X3 NO

{17 s, ciTE LAW({S) & mEGULATION(S)

u( 's\'«

1%

4;4..

e

P NONE O STATE 0O FEDERAL O INDEPENDENT

N ~ 3 PR ‘ 4
27. 1S AN INDEX SYSTEM USED? & ! Lot ' !
(1r vas.exriamn 18. RECOMMENDED RETENTION i

SBRIEPLY ARD DESCRIBE ANY M"D-AREI.OH'A.I)

Retain ten QlO) years, then destroy
ODyYyEsS D NO ' . ga-sw.- N Lt

'34 H .
[ I B ""‘"“"'

20. TELM NUMEER

.h_313 2350

21. DATE

19. NAME AND TITLE OF PREPARER
. #3-06-92

Marsha McLaughlin -
Records Retention Offlcer




JHSTRUCTICNMS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR

DEFARTMENT OF GENERAL EERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

ISED RECORD SERIES. FORWARD
RECORDS RETENT ION SCHEDULE
(DGS 880-1)

J27$ WATERLOO RQAD
P.O. BOX 273
JESSUP, MARYLAND 20794

PAGE 20 OF __2¢6

| 1. DEFARTMENT/AGENCY
Planning & Zoning

2. DIVISION
Comprehensive & Transp. Plannin&

3. UNIT

RD FORAL
DEFINITION -RECORD SERIES.® OROUP OF RELAYED RECORDB NO LY PILED AND USED AB A UNIT POR
PEFERENCE AS BFLL A9 RETENTION AND DISPOS|TION PURPORES :

—
4. RECORD SERIES TITLE S$. EARLIEST YEAR/LATEST YEAR
TR - Transportation J1980 _ To Present

Rt

$. REC SERIES DESCRIPTION ‘Inlxruv DESCRIBE THE TYPES OF lnrowua7lou/bocuucn7l/ronus PFOUND
4N THE SERIES, INCLUDE THME PURPOSE OR PUNCTION OF THE SEFIES |

Highway projects for Howard County
Highway Studies & Plans

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
)}
TTER SIZE O MICROFILM O ALPHAEETICAL 2; drne DRAVER(S )
O MICROFILM REEL(S)
0 LEGAL S1ZE 0O COMFUTER TAPE €@ NUMERICAL O cc R T (s)

“"‘""_“ O OTHER(SPECIFY)

0 pounp BoOK DO FLOPPY DISK D CHRONOLOGICAL,

D AUDIO TAPE O VIDEO TAPE O GEOGRAPHICAL

10. ANNUAL ACCUMULAT ION
D FILE DRAWER(S)
O MICROFILM REEL(S)
KUWGZR D COMPUTER TAPE(S)
(o] nTuEaLsgzc1£x4______.

D OTHER(SPECIFY) O OTHER(SPECIFY)

1. riLe 1s used 12. FILE BECOMES INACTIVE AFTER i
B DAILY O wEEKLY O MONTHLY NouEeg  © MONTHIS) 8 YEAR(S) 4

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

Div. of Comprehensive & Transportation Planning tir ves, sreciry soency on orrice)

Office of Planning & Zoning, Howard Building OvyEs R NoO

15. ACCESS RESTRICTIONS B YES XX NO 16. AUDIT REQUIREMENTS

(7 ves, ci1Tx LAw(S) & mxauLaTION(S) .
P NONE O STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1P vES.E>PLAIN
BEIEPLY AND DESCRIBE ANY HARDBARE/SOFTWARE )

DyEs D nO

$9. NAME AND TITLE OF PREPARER TELEPHONE NWEER DATE
Marsha McLaughlin 313-2350 3-06-92

3
)
Records Retention Officer -

18. RECOMMENDED RETENT JION

Files 2)(a) thru 2 feee)-Retain permanently... ¥

Files 3 (a thru n)-Retain ten (10) years,
then destroy.




JESTRUCTICMS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEVW OR

SED RECORD SERIES. FORWARD
RECORDS RETENT ION SCHEDULE
(DGS 380-1)

DEFARTMENT OF GENERAL EERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7273 WATERLOO ROAD
P.O. BOX 2758
JESSUP, MARYLAND 20794

Pace _23 oF __ 26

3. DEFARTMENT /AGENCY
Planning & Zoning

2. DIVISION
Comprehensive & Transp. Planning

3. UNIT

DEFINITION-RECORD SERIES- .

REFERENCE AS BELL AS RETENTION AND DISPFreS

A GROUP OF RELATED RECORDS NORMALLY FILED

q—

4. RECORD SERIES TITLE
TR - Transportation

AND USED AB A UNIT POR

r_n_as_zmun

3. EARLIEST YEAR/LATEST YEAR
1978 +qo Present

8. RECORD SERIES DESCRIPTION (.RIKPLY DESCRIBE THE TYPES OF IN'ORMATIONIDOCMNTI/FORMB FOUND

4N THE SERIES.

ENCLUDE THE PURPOSE OR FUNCTION OF THE IEI.’I!S,

Public Transportation Board correspondence, meetings notices, etc.

Consolidated Transportation Plan

7. RECORD SERIES FORMAT(S)
TTER S1ZE O MICROF ILM

D LEGAL SiZE 0O COMFUTER TAPE

D BOUND BOOK O FLOPPY DISK

D AUDIO TAPE DO VIDEO TAFE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL
8 NUMERICAL
O CHRONOLOG I CAL

VOLUME
% 8 riLE DRAWER(S)

D MICROFILM REEL(S)

O COMPUTER TAPE(S)

O OTHER([SPECIFY)

RunBeER

O GEOGRAPHICAL
O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)

D MICROFILM REEL(S)

RULG2R O COMPUTER TAPE(S)

11. »i1LE 1S USED

O pAlLY O wEEKQLY

B MONTHLY RUTEEE

O YEAR(S)

O orHER(SPECIFY)
FILE BECOMES INACTIVE AFTER
O MONTH(S)

<
]

{

$13. CURRENT LOCATION(S) (BLDG.,FLOOR,RROOM)

Div. of Comprehensive & Transportation Planning
Office of Planning & Zoning, Howard Building

Ovyes @ NO

14. IS5 RECORD SERIES DUPLICATED ELSEWHERE?
t1» vzs, srzciry saEncy OrR OFrFicE)

1
i
1
i
|

18. ACCESS RESTRICTIONS

O YES X3 NO
{ir vz, ciTx LAW(S) & mEGULATION(S)

AUDIT REQUIREMENTS

R NONE O STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1r vyes.E)PLAIN
BrRIEPLY AKD DESCRIEBE ANY MDDIARK/IOHIARI)

. .

DyEs O nNO

is.
Files 4(a)

RECOMMENDED RETENTION. * ‘-

. 1 SN
Files 11 (a) thru 11 (Eﬁ}
years, then des?roy.

—— .
R AN AR 1

I S

and 4(b), retain permanently.

~

.

%

fetain five;(S)

v
1

v

18. NAME AND ﬂﬂ.rhcf PREPARER
‘Marsha McLaug {;n

Records Retention Officer

20. TELEPHONE NUMEER

-~ 313-2350




INSTRUCTICMS--TYPE OR PRINT A DEFARTMENT OF GENERAL ESERVICES

PARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
SED RECORD SERIES, FORWARD 7275 WATERLOO ROAD
RECORDS RETENTION SCHEDULE P.O, BOX 278 PAGE24 ‘oF 26
{DGS 380-3) _ JESSUP, MARYLAND 20784 ———
| 1. DEFARTMENT/AGENCY 2. DIVISION 3. wurT
P'lahning & Zoning Comprehensive & Transp. Planning

A GROUP OF RELATED RECORDS NORMALLY FFILED AND USED AS A UNIT POR
REFERENCE AS BELL AS RETENTION AND DISPOSITION PURPOSES

DEFINITION-RECORD SERIES-

—
; 4. RECORD SERIES TITLE o 8. EARLIEST YEAR/LATEST YEAR
5 TR - Transportation 1980 oo pregent
L
!
| §. RECORD SERIES DESCRIPTION |PRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
4N THE SERIES. . INCLUDE THE PURPOBE OR PUNCTION OF THE SEFIES|
< General correspondence pertaining to:

General Highway Maps
Highway Noise Study
Transportation Control Plan (TCP)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE #. VOLUME
‘.:'rran S1ZE D MICROFILM D ALPHAEETICAL s XFILE DRAWER(S)
. 0 MICROFILM REEL(S)
D LEGAL SI1ZE 0O COMFUTER TAPE @ NUMERICAL 0O COMPUTER TAPE(S)
RAEER 5 orprr(sPeCIFY)
U BounD BOOK D FLOPPY DISK O CHRONOLOGICAL .
D AUDIO TAPE O VIDEO TAPE O GEOGRAPHICAL

10. ANNUAL ACCUMULAT ION
O OTHER( SPECIFY) O OTHER(SPECIFY]) O FILE DRAWER(S)
O MICROF ILM REEL(S)
RUWB2ZR O COMPUTER TAPE(S) ;
O omrr(seeciEy) "

- riLe 18 usep i _ 12. FILE BECOMES INACTIVE AFTER i

-] B we (o] D MONTH(S O YEAR(S) |

DAILY EXLY MONTHLY RUWEEE (s) 1

$3. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? %

Div. of Comprehensive & Transportation Planning tsr ves, sreciry scency on orrice) 4

Office of Planning & Zoning, Howard Building OvyeEs R no I
15. ACCESS RESTRICTIONS O YES X® NO 16. AUDIT REQUIREMENTS

{17 vxs, ciTx LAN[S) & mEGuLATION(S)
R NOoNE O STATE O FEDERAL U INDEPENDENT

317. 18 AN INDEX SYSTEM USED? [ 4 o 2 i
(' YES . EOPLAIN 1s. RECOMM 1
BRIEPLY AND DESCRIBE ANY M"D.ARE,'O"-ARI,

DyEs D nNO

Retain five (5) years, then destroy.

’

g

18. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
Marsha McLaughlin 313—235@ . . 3-06-92
Records Retention Officer B

Aol 35a0ns |




JLSTRUCTIGHS - -TYPE OR PRINT A
ARATE FORM FOR EACH NEW OR

SED RECORD SERJES., FORWARD
] RECORDS RETENT ION SCHEDULE
{DGS 350-31)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOO ROAD
P.0. BOX 278
JESSUP, MARYLAND 20794

pace’' 25 or _26

{ 1. DEFARTMENT/AGENCY
Planning & Zoning

2. DIVISION
Comprehensive & Transp. Planning

3. UNIT

DEFINITION-RECORD SERIES- .

A GROUP OF RELATED RECORDS NORMALLY PFILED
REFERENCE AS WFELL AS RETENTION AND DISPOS

-

RECORD SERIES TITLE
TR - Transportation

AND USED AS A UNIT FOR

1TIOM PURPFPOSES

3. EARLIEST YEAR/LATEST YEAR
1982 4o Present

R )

- Unified Transportation Planning Program (UTPP);

¢ - UTPP Billing

-Transportation Steering Committee (TSC)
-Transportation Improvement Program (TIP)

-Plan & Program Committee

-Federal Highway Administration

4N THE SERIES.

-Parking Study-Downtown Columbia
~-Airport Area Transportation Study

~Scenic Roads
-Level of Service Study

6. RECORD SERIES DESCRIPTION 'IRIIPLY DESCRIBE THE YYPES OF INPOMTION/DOCIMNTI/POR“‘ FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES)

-MARC Service to Columbia

General correspondence pertaining to transit
issues in Howard County.

7. RECORD SERIES FORMAT{S)
..z'rrzn S1ZE O MICROFILM

D LEGAL 51ZE D COMFUTER TAPE
D pound BOOK DO FLOPPY DISK
D AuDIO TAPE O VIDEO TAPE

D OTHER({SPECIFY)

8. RECORD SERIES SEQUENCE
D ALFPHABEETICAL
8 mMERICAL

D CHRONOLOGICAL,

#. VOLIME

Y, B FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)

“"""_“ O OTHER(SPECIFY)

D GEOGRAPHICAL

D OTHER(SPECIFY)

30. ANNUAL ACCUMULAT ION
D FILE DRAWER(S)
D MICROFILM REEL(S)
RUKSZR D COMPUTER TAPE(S) .
O OTHER(SPECIEY])

3. giLE 15 UsED

- O pALLY O wEBQY

B MonNTHLY NUNEFE

FILE BECOMES INACTIVE AFTER
O MONTH(S)

O YEAR(S)

3$3. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM)
Div. of Comprehensive & Transportation Planning
Office of Planning & Zoning, Howard Building

Oves Q@ NO

$4. IS R.ECORD SERIES DUPLICATED ELSEVHERE?
tir vyes, srrciIPY s0ENCY OR OPPFICE)

1S. ACCESS RESTRICTIONS

O vES XX NO
{sr vyxe, ciTE LAW(S) & rEGULATION(S)

".

AUDIT REQUIREMENTS

R NONE DO STATE U FEDERAL U INDEPENDENT

=lworog s sasws s

32. 35 AN INDEX SYSTEM USED? (1P wxs.E)PLAIN
BRIEFPLY ARD DEBCRIBE ANY HADDIAR:/IO"IAI!)

OyEs D nO

RECOMMENDED RETENT ION i

Retain ten (10) years, then destroy..

[T

19. NAME AND TITLE OF PREPARER
Marsha McLaughlin

Recofdé Retention Officer

———

20. TELEPHONE NUMEER

313-2350

DATE
3-06-92



http://NUMb.Tr

LHASTRUCTICRIS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

I1SED RECORD SERIJES, FORWARD
RECORDS RETENT ION SCHEDULE

DEFARTMENT OF GENERAL EERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

727% WATERLOO ROAD
P.0. BOX 278

(DGS 8$50-3)

JESSUP, MARYLAND 20794

pace 26__or 26

| 1. DEFARTMENT/AGENCY 2. DIVISION

Planning & Zoning

Comprehensive & Transp. Planning

3. NIT

DEFINITION-RECORD SERIES- .

H REFERENCE AS BFLL AS RETENTION AND DISPOSITION PURPOSES

A GROUP OF RELATED RECORDS NORMALLY FILED

AND USED AB A UNIT PFOR

A

4. RECORD SERIES TITLE
WA - Water and Sewer

$. EARLIEST YEAR/LATEST YEAR
.1980 o Prasent

THE SERIES,

General correspondence pertaining to:

. e

Patapsdo Interim Sewerage Treatment Plant
Water and Sewer Master Plan

Patuxent River Reservoir Protection Program
Metropolitan District

Patuxent River Watershed Act of 1980

6. RECORD SERIES DESCRIPTION (IRIIPLY PEECRIBE THE YYPES OF INFORHATIDNIDOCMNTI/'DRMG FOUND

INCLUDE THE PURPOSE OR PUNCTION OF THE I!!.’l!‘)

Chesapeake Bay Critical Area

7. RECORD SERIES FORMAT(S)
TTER SI1ZE O MICROF LM

D LEGAL S1ZE D COMFUTER TAPE

O pounD BOOK DO FLOPPY DISK

D AUDIO TAPE 0O VIDEO TAPE

O OTHER( SPECIFY)

8. RECORD SERIES SEQUENCE ».
O ALPHAEETICAL
€ NUMERICAL
O CHRONOLOG I CAL,
D GEOGRAPHICAL
D OTHER([SPECIPY]}

VOLWME

1% S FILE DRAWER(S)
O MICROF LM REEL(S)
O COMPUTER TAPE(S)

“""“_“ O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)

O MICROFILM REEL(S)

KUkGER U COMPUTER TAFPE(S)

n I ’ “

$1. piLE 15 UsED 12. F)LE BECOMES INACTIVE AFTER i

D pAILY O wEBQY X MONTHLY RUNEYE O MONTH(S) D YEAR(S) i

33. CURRENT LOCATION(S} (BLDG.,FLOOR,RROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? g
Div. of Comprehensive & Transportation Planning tir ves, sreciry soEncy Or OrFrFicE)

Office of Planning & Zoning, Howard Building Ovyes R NO 5

15. ACCESS RESTRICTIONS O yes 3R NO

{sr ves, ciTx LAW(B) & mEGULATION(S)

16. AUDIT REQUIREMENTS

P NONE D STATE O -FEDERAL . O INDEPENDENT
% .

37. 15 AN INDEX SYSTEM USED? (1r vesS.E)PLAIN
SrIEPLY AND DESCRIBE ANY MHDIAREIIOHIARI,

DyEs D NnO

- BT TR !
N V. I

18. RECOMMENDED RETENTION
Files 1, 2, 10, 14,15 and 16 - P

retain ten (10) years, theh'deétrdy:1

19. NAME AND TITLE OF PREPARER
Marsha McLaughlin:

Records Retention 6fficer

TELEPHONE NUMEER
313-2350




